Accessing the RHO390 Employee Work Communications Report in BEX

1. After logging into SCEIS, click BEX Analyzer 7-3.
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Hint: Unable to find the resource you rch to locate it for you

2. Click the Add-Ins tab.
3. Click Open Query .
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4. Select PROD - BW Production System.
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5. Enter your SCEIS User ID in the User field.
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6. Click the Roles button on the left.

7. Select HR - Personnel Administration.

8. Click the RHO39Q_Employee Work Communications report.
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9. You can filter by a specific Organizational Unit, Employee Group or Subgroup if needed. If
you do not enter information in the filters, the report will return all the data you have access
to. The Employment Status should remain 3 for Active employees.

10. Click OK.
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The employee’s current work email address will have a Valid to date of 12/31/9999.
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You can get further step-by-step instructions on using BEX in the REP200U Online Course:

http://sceis.sc.qgov/courses/REP200U/index.htm
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